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Section 


TO. Margins . The width of margins on St a ndard Form -N&r— 64 is governed 
by the headings "To," "From," and "Subject" preprinted on the 
stationery. The left margin is therefore placed two spaces after 
the colon following the word "TO." The right margin should be 
approximately the same width. 

71. Date . If it is appropriate to date the memorandum at the time of 
typing, place the date after the printed caption in the upper right 
corner. A date is expressed without punctuation in the following 
sequence: day, month, and year--e.g., 1 6 June 1954. 

72. "TO" Line . On the "TO" line, starting two spaces after the colon, 
type the title of the addressee. If two lines are required, indent 
the second line two spaces. 

73* "ATTN" Line . If used, an attention line is denoted by the abbrevia- 
tion "ATTN" typed in all caps even with and centered between the 
"TO" and "FROM" lines. The colon after "ATTN" is placed in line with 
the other colons of the heading. On the "ATTN" line, starting two 
spaces after the colon, type the title of the addressee. 

74. "THRU" Line . If it is desired to forward the memorandum through 

another office or official, denote this by placing "THRU" followed 
by the title of the addressee, in lieu of "ATTN" as shown in Exhibit 

5* 

75* "FROM" Line . On the "FROM" line, starting two spaces after the 

colon, type the title of the officia l who will sign the memorandum. 

76 . "REF" Line . Although Exhibit 5 does not illustrate the use of a 
reference line, material related to the memorandum can be cited 
in a line preceded by the abbreviated heading "REF " placed two spaces 
below, and in line with, the word "SUBJECT." For example: 

SUBJECT: Correspondence Training Material 

REF : CIA Correspondence Handbook, Chapter II 


D. MEMORANDUMS ON ST-ANDARD-F'UW-N07 -64- 
( Office Memorandum) Exhibit 5 / 

/A 
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77. Text . The text of a memorandum on Standard Form No. 64 begins four 
spaces below the last line of the "SUBJECT" or "REF" line, as the 
case may be. 

78. Paragraphing . See Paragraph 16 . 

79. Page Numbering an d Identif ication/' Exhibit 5 illustrates a single 

page memorandum. If it ha 4 been 7- necessary to continue the text on 
additional pages, each would-haye been identified as described in 
Paragraph 18. L A. »■— ' 

80. Continuations . See Paragraph 19 . 

8 1. Signature . Five ^spaces below the last line of text, and one or two 
spaces to the right of the center of the page, type the name 'only” of 
the official who is to sign the memorandum. The name is typed in 
all caps. No title appears after the name when the "FROM" line 
contains this identification. 

82. Enclosures. See Paragraph 21. 

83 . Distribution of Original and Copies. Distribution information may 
be shown on the original as well as all copies of memorandums 
prepared on Standard Form No. 64. Type the word "Distribution" 
flush with the left margin, two lines below the signer's name or 
the enclosure listing. Immediately below "Distribution" list the 
original and copies in the following manner: 

Distribution : 

Orig. - Addressee 

1 - D/L$ (with end.) 

1 - c/ms 

1 - ms/rmd/r&cmb 

If it is not desirable to show distribution information on the 
original, follow the procedure given in Paragraph 67 . 

84. Originating Office Identification . "MS /RMD/R&CMB :HI Jones :uvw/3456 
(15 March 54)" as shown in Exhibit 5 denotes the originating office 
(MS/rMD/R&CMB) , the originating official (HI Jones), the typist (uvw), 
the originator's telephone extension if appropriate (3456), and the 
date the memorandum was dictated (15 March 54). Refer also to 
Paragraph 23. 
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Originating office identification may he shown on the original as 
well as all copies. 

8 5 , Defense Classification and Control Markings. See Paragraph 2k. 
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EXHIBIT 5 

MEMORANDUM ON STAND ARD FORIvr mr-64-^ 
O p~r < tP fik Fcf. H I o 
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Chapter III 
LETTERS 


Section A. GENERAL 


86 . The letter form of correspondence is used hy CIA officials to com- 
municate with Government agencies or their officials, and private 
individuals and organizations, whenever use of the memorandum form 
is inappropriate. When to use th£_letter form is outlined in Part I 
of Exhibit 1 . In addition, Part II of this exhibit lists the types 
of stationery to use and requirements for copies. Further discus- 
sion of these elements in this chapter is considered unnecessary. 

re ? eatin g styie standards previously discussed in 
this laandeetoTc, frequent reference will be made to paragraphs in 
Section D of Chapter I. 

87. Exhibit 6, illustrates the format of a letter addressed to a private 
individual. However, the format of this sample is equally appropriate 
to letters addressed to Government officials or agencies. 


Section B. FORMAT AND STYLE 


Margins . The finished letter should have a well-balanced appearance. 
Consider carefully the length of the message, then adjust the margins 
according to the guide shown in Paragraph 12 . 

89 . "IN REPLY REFER TO." The use of this line is optional. See Para- 
graph 13 . 

90 . Date . If it is appropriate to date the letter at the time of typing, 
place the date immediately below the "Refer to" line as shown in 
Exhibit 6. If a "Refer to" line is not used, type the date five 
spaces below the last line of the letterhead, flush with the right 
margin. A date is expressed without punctuation in the following 
sequence: day, month, and year— e.g., 12 June I95I1. 
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91. Special Mailing Requirements. Type in all caps any instructions for 
special handling, such as: SPECIAL DELIVERY, AIR MAIL, and REGISTERED 
MAIL. Place these instructions two spaces above the address, flush 
with left margin. 

92. Address . Type the address in block form five spaces down from the 
date if one has been inserted. If the date is not typed, begin the 
address ten spaces below the last line of the letterhead. Use single 
spacing. Whenever possible, confine the address to not more than 
four lines. A two-line address may be doubled spaced, or increased 
to three lines single spaced by placing the town and State on sep- 
arate lines . 

Write a firm name as it appears on the letterhead used by the cor- 
respondent. The administrative title of the person addressed is 
normally placed on the second line and not on the same line with 
the name. When it is necessary to continue a name or title to a 
second line, indent the carry-over two spaces. Example: 

Mr. N. B. Smith 
Chief, Regional Budget and 
Accounting Office 
Blank Typewriter Company 
Chicago •% Illinois 

Streets designated by number should be spelled out if under two 
digits, as well as the words "Street," "Avenue," etc. Type the 
name of the city and State on the same line, with a comma between 
them. Include postal zone— number s „ i-£— availuL lsr- 

Z. I f V — oalit i 

9T. "Attention" Line. An attention line may be required for the proper 
delivery of a letter to a person other than the addressee. Type the 
word "Attention," followed by a colon and the name or title of the 
person, two spaces below the last line of the address and flush with 
the left margin. 

94. Salutation . Type the salutation two spaces below the address (or 
attention line, if used) flush with the left margin, followed by a 
colon. Section C of this chapter lists salutations most commonly 
used in CIA correspondence. 

The name used in the salutation is the person or firm addressed, and 
not the person referred to in the attention line. 
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95. Body . Begin the body of the letter two spaces below the salutation 
line. Short letters of only one paragraph or one sentence may be 
doubled spaced. Type longer letters single space and double space 
between paragraphs. 

Primary paragraphs are indented five spaces but are not numbered. 
Subparagraphs should be avoided; however, when their use is ap- 
propriate, they are indented and identified by letters and numerals 
as described in Paragraph 16. 

96. Page Numbering and Identification . See Paragraph 18. 

97. Continuations . See Paragraph 19 . 

98. Complimentary Close . Type the complimentary close two spaces below 
the last line of the body of the letter, beginning one or two spaces 
to the right of the center of the page. Section C of this chapter 
lists complimentary closes most commonly used in CIA correspondence. 

99* Signature and Title . Type the name of the signing official five 

spaces below, and centered with respect to, the complimentary close. 
Center the official’s title immediately below his name. Place the 
title on two lines if necessary to achieve the best appearance. The 
official's name and title are typed in initial caps only. 

100. Enclosure . Note in Exhibit 6 that the single enclosure is not 

identified by a number. Refer to Paragraph 21 for further informa- 
tion. 

701. Distribution of Original and Copies . When it is desirable to 
indicate to an addressee outside the Agency that other outside 
parties or agencies are to receive copies, the recipients of copies 
are listed under "cc" on the original and every copy prepared. The 
distribution of the original and all other copies, however, is shown 
separately under the word "Distribution" only on copies retained in 
the Agency. Thus the distribution of copies outside the Agency is 
positively shown on copies retained. Also, this format aids mail 
handling by showing unquestionably whether or not a courtesy copy 
is being furnished. 

To indicate external distribution of information copies, type "cc:" 
in lower case flush with the left margin, two lines below the title 
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of the signing official or the enclosure listing. List the informa- 
tion addressees in the following manner, indicating those to receive 
enclosures : 

cc : Comptroller General (with Enel, l) 

Postmaster General 

To show the distribution of the original and all other copies, type 
the word "Distribution" flush with the left margin, two spaces below 
the last external information addressee. Immediately below "Dis- 
tribution" list the original and copies in the following manner: 

Distribution: 

Orig. and 1 - Addressee 
1 - DD/S 

1 - Exec. Reg. (with basic) 

1 - Chrono. 

Again--this information is typed only bn copies to be retained in the 
Agency. Paragraph 22 cites other rules governing when to show copy 
distribution information on originals and copies. 

102. Originating Office Identification . "CTB/TR:ABConrad:tuv/2468 (21 
April 5M" as shown in Exhibit 6 denotes the originating office 
(CTB/TR), the originating official (ABConrad), the typist (tuv), the 
originator's telephone extension if appropriate (21+68), and the date 
the letter was dictated (21 April 5*0 • Refer also to Paragraph 23. 

103. Defense Classification and Control Markings . See Paragraph 2k. 
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CENTRAL INTELLIGENCE AGENCY, 


WASHINGTON^**, D. C. 2 J '■ ‘ 


SP|CES 


THE USE Of A "NEPER TO" 
DESIGNATION IS OPTIONAL.] 


10 SPACES 


AIR MAIL 


. _IN REPLY REFER TO : 

ctb/tr 

22 April 195)4. 


OMIT THE DATE WHENEVER 
THE SI GNING OP ALETTER 
MAY BE DELAYED. ALWAYS 
OMIT THEDATEWHEN PRE- 
PARING CORRESPONDENCE 
FOR THE SIGNATURE OF THE 
DC I OR HIS DEPUTIES. 


Dean Warren J. Peters., 

School of Government 
Thomas Jefferson University 
Philadelphia ^0", Pennsylvania J ‘j j *37.- 

Attention: Dr. Lucius Day f 

Dear Dean Peters: 

Thank you for your letter of 16 April 19^ in which you described 
your school's plans for conducting a course in correspondence manage- 
ment. Your letter was particularly timely and interesting since this 
Agency recently instituted a correspondence management program. This 
program has two main objectives: 

a. Provide style standards and uniform practices for the 
efficient preparation and handling of Agency correspondence. 

b. Improve the skill of letter writers , stenographers, and 
typists. 

Published guides, both our own and those developed by other organiza- 
tions, are being used. The enclosed pamphlet is a guide we recently 
published. You may be .interested in knowing that other publications 
used can be procured from the Government Printing Office at a nominal 
cost. These are: 

"Getting Your Ideas Across Through Writing" 

"Easier Typing" 

"How Does Your Writing Read?" 

"How To Conserve Stenographic and Typing Skills" 

We conduct a continuing training program for our stenographers 
and typietB in addition to providing them with written guides. 
Entrance-on-duty as well as refresher course are offered. 


APPROXIMATELY 


EXHIBIT 6 (PART I) 

LETTER FORMAT - FIRST PAGE 
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I 

6 SPACES 

_| Dean W« J. Peters, Thomas Jefferson Unlv., Phila. , Penna. 

t 

4 SPACES 

_i_ The Agency joins me in wishing you success with the proposed 

correspondence management curriculum. Please call upon us if we can 
be of further service. 

. * 

? Spaces 

4 . Very truly yours , 

I " 

5 SPACES 

1 Walter P . McConaughey 

y Director of Training 

2 SPACES 

Enclosure: f 

Pamphlet, "Correspondence Management" 

jy cc: Dean, American University School 
of Government (with ends.) 

XJ Distribution: 

Orig. - Addressee 
1 - C/MS 

1 - DTR (with basic) 

1 - ctb/tr 

l) CTB/TR :ABConrad:tuv/2^68 (21 April 5*0 


jy TYPED ON ALL COPIES RETAINED IN CIA. TYPED ON THE ORIGINAL, THE COUP- 
TESY COPY. AND EXTERNAL CIA INFORMATION COPIES IF DICTATOR SO DESIRES. 


2J TYPED ONLY ON ALL COPIES RETAINED IN CIA. 


ABOUT^ 1/2 •• 




H 





EXHIBIT 

LETTER FORMAT - 


6 (PART II) 

SECOND PAGE 
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Section C 


FORMS OF ADDRESS, SALUTATION, AND COMPLIMENTARY CLOSE 


Rather than continually update and reprint ten pages of 
guidance on address and salutation formats for government 
letters, the reader is referred to the U. S. Government 
Correspondence Manual available in the Agency Supply Rooms 
(Federal Stock No. 7610-889-3558) • 

Chapter 5, "Models of Address" in that U. S. Government 
Correspondence Manual ( 1968 ) covers the address, salutation, 
and complimentary close for more than forty different govern- 
ment and civilian officials to whom Agency officers may have 
occasion to write. EXCEPTIONS: The Agency uses the title 
"The Honorable" where appropriate as opposed to the Governmen 
Manual which omits "The". The reader is reminded to check 
Chapter V of this Guide for the Director’s preference for a 
complimentary close to his letters. 


NOTE: Also in the U. S. Government Correspondence Manual 
( 1968 ) the entire Part II (which covers capitali- 
zation, spelling, compound words, punctuation, and 
abbreviations) is compatible with the Agency 
practices and the GPO Style Manual. Both Manuals 
are recommended for Agency use and that material 
will not be reiterated in this Guide.; 
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Section C 


FORMS OF ADDRESS , SALUTATION, AND COMPLIMENTARY CLOSE 



ADDRESSEE 

ADDRESS 

(Use proper ZIP code) 

SALUTATION AND 
COMPLIMENTARY CLOSE l/ 

'w' 

The President 

The President 

The White House 

Dear Mr. President: 


. 

Washington D. C. 

*lisr>a 

Respectfully yours. 


The Vice President 

The Vice President 
United States Senate 

Dear Mr. Vice President: 

w 


Washington -ggr, D. C.i«S'd 

f Respectfully yours. 


Secretary to the Pres- 
ident 

Honorable (full name) 
Secretary to the Pres- 
ident 

The White House 

Dear Mr. (surname): 



Washington-^, D. C.-2oJo< 

4 Sincerely yours. 


American Ambassador 
(man) 

Honorable (full name) 
American Ambassador 
(Complete address) 2 J 

Dear Mr. Ambassador: 

Very truly yours. 


American Ambassador 
( woman ) 

Honorable (full name) 
American Ambassador 
(Complete address) 2/ 

Dear Madam Ambassador: 

Very truly yours. 


American Minister 
(man) 

Honorable (full name) 
American Minister 
(Complete address) 2 / 

Dear Mr. Minister: 

Very truly yours, 


American Minister 
(woman) 

Honorable (full name) 
American Minister 

Dear Madam Minister: 



(Complete address) 2/ 

Very truly yours, 


1/ If the Director or Deputy Director of Central Intelligence is signing 
the complimentary close is "Sincerely." EKCEPTION : Letters addressed to' 
The President or Vice President carry "Respectfully yours." 

2/ If the diplomatic representative Is an Ambassador, the office is 
called an Embassy. If the representative is a minister, the office is a 
Legation. 
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ADDRESSEE 

ADDRESS 

SALUTATION AND 
COMPLIMENTARY CLOSE 

American Consul, Consul 
General, or Vice 

Consul 

(Full name), Esq.. 
American Consul 
(Complete address) 

Dear Mr . ( surname ) : 

Very truly yours, 

Diplomatic Representa- 
tive 

(foreign) 

His Excellency 
( Name ) 

Ambassador (or 

Minister) 
of (country) 

(Complete address) l/ 

Dear Mr. Ambassador: 
or 

Dear Mr. Minister: 

Very truly yours. 

President of the Senate 

c? 

Honorable (full name) 
President of the Senate 
Washington gf., D. 

Dear Mr. (surname): 

Very truly yours, 

Committee Chairman 

United States Senate 

Honorable (full name) 
Chairman, Committee on 
( name ) 

United States Senate 
Washington D. C.2or> 

Dear Senator (surname): 

o Very truly yours. 

Senator 

Honorable (full name) 
United States Senate 
Washington ljgg_, D. C.,^ 

Dear Senator (surname): 

Very truly yours , 

Speaker of the House of 
Repr e s ent at i ve s 

Honorable (full name) 
Speaker of the House 
of Representatives 

Washington S, D. C. 

Avejrvs > 

Dear Mr. Speaker: 

Very truly yours , 

Committee Chairman 

House of Representa- 
tive 

■ — y 

Honorable (full name) 
Chairman, Committee on 
( name ) 

House of Representa- 
tives 

Washington -tiW> D. 

Dear Mr. (surname): 

Very truly yours , 



> 


1 / if the diplomatic representative is an Ambassador, the office is called 
an Embassy. If the representative is a minister, the office is a Legation. 
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ADDRESSEE 

ADDRESS 

SALUTATION AND 
COMPLIMENTARY CLOSE 

• Representative 

Honorable (full name) 
House of Representa- 
tives 

Washington & , D. C. joi 

Dear Mr, (surname): 

Very truly yours. 

The Chief Justice 

The Chief Justice 

The Supreme Court 

Washington.^25, D. C 

rSoLSoli 

Dear Mr. Chief Justice: 

Very truly yours, 

Justice of the 

Supreme Court 

Mr. Justice (full name) 
The Supreme Court 
Washington D. C. / 

Dear Mr. Justice (sur- 
name) : 

Very truly yours, 

Judge 

Honorable (full name) 
Judge of the (name of 
court) 

(Street address) 

(City, -sea-e, State)LiP 

Dear Judge (surname): 

Very truly yours, 

Secretary of State 

The Honorable 

The Secretary of State 
Washington <&jrj D. C 
or 

The Honorable (full 
name) 

The Secretary of State 

Washington 25r, D.JC. J. 

riao<r>ob 

Dear Mr. Secretary: 

Very truly yours, 

Dear Mr. (surname): 

Very truly yours, 

Postmaster General 

y 

The Honorable 

The Postmaster General 
Washington " r S^ r , D._ C. r 
or hj? oxC£l> 
The Honorable (full 
name) 

The Postmaster General 
Washington •g'JT D^ G. y 
/J3To>Tdi 

Dear Mr. Postmaster Gen- 
eral : 

Very truly, yours, 

Dear Mr. (surname): 

Very truly yours, 
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ADDRESSEE 

ADDRESS 

SALUTATION AND 
COMPLIMENTARY CLOSE 

Attorney General 

The Honorable 

Dear Mr. Attorney G.en- 


The Attorney General 

eral : 

? 

Washington 25, D. C. 
or 

The Honorable (full 
name) 

The Attorney General 

Very truly yours, 


Dear Mr. (surname): 

y 

Washington 25, D. C. 

Very truly yours. 

Secretary of Defense 

The Honorable 

The Secretary ofDefense 

Dear Mr. Secretary: 


Washington 25, D. C. 

Very truly yours, 


The Honorable (full 
name) 

The Secretary ofDefense! 

Dear Mr. (surname): 

~ / 

Washington 25, D. C. 

Very truly yours, 

Secretary -of the Array 

Honorable (full name) 

Dear Mr. (surname): 

Secretary of the Navy 

Secretary of the 

Secretary of the Air 

( service) 


Force 

Washington 25, D. C. 

Very truly yours, 

Under Secretary of 

The Honorable (full 

Dear Mr. (surname): 

( any Department ) 

name) 

The Under Secretary 
of 


Washington##^ D. C. 

Very truly yours. 

Assistant Secretary of 

The Honorable (full 

Dear Mr. (surname): 

(any Department) 

name) 

The Assistant Secretary 
of 

r-. 

Washington^, D. C. 

Very truly yours. 

Director of the Bureau 

Honorable (full name) 

Dear Mr. (surname): 

of the Budget 

Director, Bureau of the 
Budget 


Washington ^5’, D. C. 

Very truly yours, 
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ADDRESSEE 

ADDRESS 

SALUTATION AND 
COMPLIMENTARY CLOSE 


The Comptroller General 

Honorable (full name) 
The Comptroller Genera: 

of the United States 
Washington 25 , D. C. 

Dear Mr. (surname): 
l 

Very truly yours. 

' W 

Civil Service Commis- 
sion 

Civil Service Commis- 
sion 

Washington 25, D. C. 

Commissioners : 

Very truly yours, 

- 

Head of an Independent 
Agency 

Honorable (full name) 
Administrator 
(Name of agency) 
Washington 25, D. C. 

Dear Mr. (surname): 

Very truly yours, 


The Public Printer 

Honorable (full name) 
The Public Printer 
Government Printing 
Office 

Washington 25, D. C. 

Dear Mr. (surname): 

Very truly yours. 


President of a Board 

Honorable (full name) 
President (Name of 
board) 

Washington 25, D. C. 

Dear Mr. (surname): 

Very truly yours, 

- 

Chairman of a Board 

> 

Honorable (full name) 
Chairman (Name of 
board) 

Washington 25, D. C. 

Dear Mr. (surname): 

Very truly yours, 


Chairman of a Commis- 
sion 

— 

Honorable (full name) 
Chairman (Name of 
commission) 

Washington 25, D. C. 

Dear Mr. (surname): 

Very truly yours, 

- 

Chief of Staff 

(Army or Air Force) 

> 

General (full name) 
Chief of Staff 

United States Army 
(or Air Force) 
Washington 25, D. C. 

Dear General (surname): 

Very truly yours, 
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ADDRESSEE 

ADDRESS 

SALUTATION AND 
COMPLIMENTARY CLOSE 

Chief of Naval Opera- 
tions 

Admiral (full name) 
Chief of Naval Opera- 
tions 

United States Navy 
Washington 25, D. C. 

Dear Admiral ( surname) : 

Very truly yours. 

Judge Advocate General , 
Navy 

(Full rank and name) 
Judge Advocate General 
United States Navy 
Washington 25, D. C. 

Dear Admiral (surname): 

Very truly yours, 

Judge Advocate General, 
Army or Air Force 

(Full rank and name) 
Judge Advocate General 
United States Army 
(or Air Force) 
Washington 25, D. C. 

Dear General (surname): 

Very truly yours, 

Commandant 
( USMC ) 

The Commandant 

United States Marine 
Corps 

Headquarters, USMC 
Washington 25, D. C. 

Dear General (surname): 

Very truly yours, 

Commissioned Officer - 

(Full rank and name) l/ 

Dear (rank and sur- 

Admiral through Com- 
mander (Navy and 

Coast Guard); Gen- 
eral through 2d Lt. 
(Army, Air Force, 

USMC) 

(Position or organiza- 
tion title ijf known) 
(Name of station) 

(City, State) 

name) : 2 / 

Very truly yours. 

Commissioned Officer - 
Lt . Commander through 
Ensign (Navy and 

Coast Guard) 

(Full rank and name) 1/ 
(Position or organiza- 
tion title if known) 
(Name of station) 

(City, State) 

Dear Mr. (surname): 

Very truly yours. 


1 j Include service designation (i.e., USA, USAF, USN, USCG, USMC) if 
appropriate . 

2 / Address a Lt. Colonel as "Colonel," a 1st or 2d Lieutenant as 
^Lieutenant . " 
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ADDRESSEE 

ADDRESS 

SALUTATION AND 
COMPLIMENTARY CLOSE 

Warrant Officer (Army, 
Air Force, Navy, 

Coast Guard, USMC) 

(pull rank and name) 
(Position or organiza- 
tion title if known) 
(Name of station) 

(City, State) 

Dear Mr. (surname): 

Very truly yours, 

Enlisted Man or Woman 
(Navy and Coast 

Guard) 

(Full name) (rank) 
(Number and organiza- 
tion) 

(Name of station) 

(City, State) 

Dear Mr., Miss, or Mrs. 

( surname) : 

Very truly yours. 

Enlisted Man or Woman 
(Army, Air Force, 

USMC) 

(Full rank and name) 
(Number and organiza- 
tion) 

(Name of station) 

(City, State) 

Dear (rank and sur- 
name) : y 

Very truly yours, 

Governor of a State or 
Territory 

Honorable (full name) 
Governor of (State or 
Territory) 

(City, State) 

Dear Governor ( surname ) : 

Very truly yours. 

Mayor 

Honorable (full name) 
Mayor of the City of 
(name) 

(City, State) 

Dear Mayor (surname): 

Very truly yours, 

Catholic Cardinal 

His Eminence (first 
name) Cardinal 
(last name) 

Archbishop of (city) 
(Street address) 

(City, ,.giaiii». Stated ~Z-*P 

Your Excellency: 

Very truly yours. 


y A Basic, or 1st, 2d, or 3cL Class Airman (USAF) is addressed as "Air- 
man." A Staff, Technical, or Master Sergeant is addressed as "Sergeant." 
Address a Private, First Class as a "Private." 
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ADDRESSEE 

ADDRESS 

SALUTATION AND 
COMPLIMENTARY CLOSE 

Catholic Bishop 

The Most Reverend (full 
name) 

Bishop of (city) 

(Street address) 

(City,, zone, State) 

Dear Bishop (surname): 

Very truly yours, 

Episcopal Bishop 

The Right Reverend 
(full name) 

Bishop of (diocese) 
(Street address) 

(City, zoney State) 

Dear Bishop (surname ) 1 

Very truly yours. 

Methodist Bishop 

The Very Reverend (full 
name) 

(Street address) 

(City, zoney State) 

Dear Bishop (surname): 

Very truly yours, 

Prot-estant Minister 

Reverend (full name) 
(Name of church) 

(Street address) 

( City, jsnne, State) 

Dear Mr . ( surname ) : 

Very truly youj^s, 

Catholic Priest 

Reverend (full name) 
(Name of rectory) 
(Street address) 

(City, z&ftcr, State) 

Dear Father (surname): 

Very truly yours, 

Rabbi 

Rabbi (full name) 

(Name of synagogue) 
(Street address) 

(City, sone, State) 

Dear Rabbi ( surname) : 

Very truly yours, 

Sister 

Sister (full name) 

(Name of institution) 
(Street address) 

(City, State) 

Dear Sister (name) : 

Very truly yours. 

Doctor 

President of a 
University 

Dr. (full name) 
President (Name of 
university) 

(Street address) 

(City, zone^- State) 

Dear Dr. (surname): 

Very truly yours, 


25X1 
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ADDRESSEE 

ADDRESS 

SALUTATION AND 
COMPLIMENTARY CLOSE 

Dean of a School 

Dean (full name) 

School of (name) 

The University of 
( name ) 

(City, State} 2//° 

Dear Dean (surname): 

Very truly yours, 

Professor 

Prof es sor ( full name ) 
(Name of school) 

(Street address) 

(City, ■gone> State)r 2 v^ 

Dear Professor (surname): 

Very truly yours, 

Physician 

Dr. (full name) 

(Street Address) 

(City, zoae, Stated "Z-r? 

Dear Dr., (surname): 

Very truly yours, 

Lawyer 

Mr. (full name) 

(Street address) 

(City, -aesey State}}// 1 

Dear Mr. (surname): 

Very truly yours. 

Private Individuals 

Mr. (full name) 

Mrs. (full name) 

Miss (full name) 

Messrs, (full names) 
Mesdames (full names) 
Misses (full names) 

Mr. and Mrs. (husband's 
full name) 

(Street address) 

(City, jze&a-r State} 2/^ 

Dear Mr. (surname): 

Dear Mrs. (surname): 

Dear Miss (surname): 

Dear Messrs, (surnames) : 
Dear Mesdames ( surnames ) : 
Dear Misses (surnames): 
Dear I»tr . and Mrs . ( sur - 
name ) : 

Very truly yours. 
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Chapter IV 

PREPARATION OF TOP SECRET CORRESPONDENCE 


lOU. Policy , Top Secret information must be protected from the instant 
it is prepared. This rule applies to material in the draft stage 
as well as final copies. As soon as the defense classification 
Top Secret is assigned, all precautions and controls for safeguard- 
ing the material must be followed. Stenographic and clerical per- 
sonnel have a singularly important responsibility in this respect 
since they initiate the make-up of Top Secret documents. Without 
exception, they should always be sure that all Top Secret documents 
received by their office or transferred from their custody are 
always logged by the Area Top Secret Control Officer, who is avail- 
able to help and advise on any Top Secret matter. 

105. Format . The format for Top Secret correspondence is generally the 
same as that prescribed in preceding chapters except as hereinafter 
described. 


106. 


Top Secret Control Indentification Markings . Each copy of every 
page of Top Secret correspondence shall be identified by the fol- 
lowing : 

a * Top Secret Control Number - Obtain a Top Secret control number 
from your Area Top Secret Control Officer. Type "CIAjfCoirtrol 

Wo * " ln the lower right corner, about an inch and a naif 

from the bottom of the page. 



Stage of Preparation - Enter the stage of preparation immedi- 
ately below the control number (which will remain the same 
through all stages). These stages are: 

( 1 ) Draft - Indicate whether "1st Draft," "2d Draft," etc. 

(2) Final - The first run of a document in final form is 
indicated as "Final -A." Successive runs without change 
are identified as "Final -B," "Final-C," etc. 

(3) Revision - Changes in the content of a basic document are 
shown as "1st Revision," "2d Revision," etc. 

c. Copy Number - Enter "Copy No. of ? immediately below the 

stage of preparation. 
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Identification markings a, b, and c above thus will appear as a 
group in the lower right corner of every page of each copy. A 
typical grouping would appear as : ~~~ 

" Cl/Jcontrol No. 02345 6 

Final -A 

Copy No. 5 of 6 


107. Page Numbering . Enter "Page No. of " at the bottom of each 

page , centered about ■§•" to 3/4" from the lower edge, allowing suf- 
ficient room below for the Defense Classification (and control 
statement, if used). 


108. Enclosures 


a. Listing Enclosures 

(1) Enclosures which are unclassified or classified through 
Secret are listed as shown in Paragraph 21. 

(2) Top Secret enclosures are listed in the following manner: 

Enclosures : 

1. CIA TS Control No. 123456, 1st Revision, 

Copy No. 2 

2. CIA TS Control No. 09874 , Final -A, 

Copy No . 6 

b. Identifying Enclosures - Each enclosure to a Top Secret document 
will be identified on each page in the lower right comer as 
follows : 

"Enclosure No. to CIA TS Control No. " 

Every page of ‘each enclosure will be paginated as "Page No. 

of I' at the bottom in the center about to 3/4" from the 

lower edge. 

If the enclosure is a Top Secret document, enter "Enclosure 
No. to CIA TS Control No. " above the TS control identifica- 

tion markings already appearing in the lower right corner of 
each page. 
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10 9- Distribution . The distribution of the original and copies of Top 

Secret correspondence is shown on all copies retained in the Agency. 
To indicate this distribution, type the word "Distribution" flush 
with the left margin, two lines below the last line of the memo- 
randum or letter (i.e., either the signature, title, or enclosures 
listing) . Immediately below the word "Distribution" list the re- 
cipients of the original and each copy of the correspondence. For 
example : 


Distribution: 

Copy No. 1 and 2 

3 

4 

5 

6 


- Addressee 

- c/yy 

- c/zz 

- c/xx 

- RI 


110. Top Secret Control . After Top Secret correspondence has been pre- 
pared, all controls for Top Secret material must be initiated. Con- 
sult your Area Top Secret Control Officer for the proper procedure 
to be followed. 
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Chapter V 

CORRESPONDENCE PREPARED FOR THE SIGNATURE OF THE 
DIRECTOR OR DEPUTY DIRECTOR OF CENTRAL INTE LL IGENCE 


Correspondence prepared for the signature of the Director or Deputy 
Director of Central Intelligence generally conforms to the format stand- 
ards set forth in preceding chapters except as hereinafter described. 

111. Stationery and Number of Copies 


a. Letters or memorandums (see Exhibit 1 to determine which is 
appropriate) addressed to the President, Executive Office of 
the President, Members of Congress, or officials of other Gov- 
ernment agencies : 

Original (DCI or DDCI letterhead bond). ; , 

Courtesy Copy ( tissue letterhead) . -- 

Copy for "Through" addressees, if any (tissue letterhead). 
Executive Registry Copy (plain white oruyellow tissuej) 
-depending upon whether the yellow Official File Copy is to 
be- .retained at another levelr)* 

Signer's copy (plain white tissue) * 

Copy for return to originator (plain white tissue). 
Information and other copies as may be desired by originator. 


b. Letters addressed to private individuals and organizations 
other than listed in paragraph a. above: 


Same as above exeep-t - that no courtesy copy is prepared. 


c. Memorandums forwarded to DCI or DDCI for approval thereon: 


Original, which normally is returned to the originator upon 
approval or . disapproval (plain bond). 

Official File Copy for Executive Registry (plain yellow - 

tissue) , 

Copy for approving official (plain white tissue) . 

Information and other copies as may be desired by originator, 

NOTE: Signatures of the originator and concurring officials should 

be shown on the original memorandum, and the identification of 
these officials included on all file copies. 

/I 
.. w/ 
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112. "In Reply Refer To." Although the use of this line is optional for 
correspondence signed hy other officials of CIA, it is never used 
in correspondence for the signature of the Director or the Deputy 
Director of Central Intelligence. 

113. Date . The date is always omitted at the time of typing. 

114. Complimentary Close . The complimentary close is "Sincerely" except 
for correspondence addressed to the President or Vice President. 
"Respectfully yours" is then used. 


115. Disposition of Basic Correspondence . If the correspondence for the 
signature of the DCI or DDCI is in the nature of a reply, indicate 
■under "Distribution" the disposition of the basic correspondence. 

For example: 

Distribution: 

Orig. and 1 - Addressee 

1 - c/AAA w/cy of basic 

2 - C/BBB 

1 - Exec. Reg. w/basic 

1 - DCI 

116. Originator's and Concurring Officials 1 Signatures on DCI or DDCI 
Copy . In order that the Director or the Deputy Director of Central 
Intelligence may know who has prepared and concurred in correspond- 
ence for their signature, one of the two copies forwarded for re- 
tention in their files will beau' the signature and title of the 
originator and each concurring official. The originator's and 
concurring officials' signatures should be identified by the words 
"ORIGINATED BY," and "CONCURRENCES" respectively. The second copy 
for retention in the files of the DCI or DDCI and all other Agency 
copies need not bear the signatures of the originator and concurring 
officials. Their typewritten names will suffice. 

^ t /Y * , —7 i* r-U f ■ i ■- V. / * V - 

117 • -B-rief for the Director or Deputy Director of-Cen-tral Intelligence . 

it , Correspondence for the signature of the DCI or DDCI shall be ac- 
^ ^ . . ... companied by a brief 'of one or two paragraphs. Briefs are prepared 

^ - on plain bond and tissue stock. Copies should be kept to a minimum. 

A brie-f-should not be dated at the time of typing unless there is 
assurance that it will be signed on the same day it is prepared, 
u- < yr ‘ > Exhibit 7 illustrates the format of a correspondence brief!' 1 

118. Assembling and Forwarding . All correspondence will be complete with 
proper routing slips, envelopes, addresses, room numbers, receipts. 
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and if necessary, postage slips. The assembly is forwarded with 
all copies and basic material to the Executive Registry 4 Adminis- 
tration Building. 
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- GENERAL 
May/1955 


'jfrf r» fix/Z f 

BRIEF- FOR: Director of Central Intelligence 


.Ik June I95r 


4 SPACES 

JL 


Interagency Correspondence Standards 


.i 


1. This Agency is contributing suggestions for the 
development of interagency correspondence standards in coop- 
eration with the General Services Administration. 

2. The attached correspondence for your signature conveys 
our ideas on the subject to those agencies which have expressed 
an interest in the standardization program. 


JOHN J, JACKSON 
Director of Training 


* Distribution: 

Orig. - Addressee 

1 - ctb/tr 


TYPED ON FILE COPIES ONLY. 



EXHIBIT 7 

.... CORRESPONDENCE BRIEF 

I tv r ^ , 
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